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communicated,  either  directly  or  indirectly,  to  the  Press 
or  to  any  person  not  holding  an  official  position  in  His 
Majesty’s  Service. 
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FIELD  SERVICE  POCKET  BOOK 

Part  I — Pamphlet  No.  4,  1943 

APPRECIATIONS,  ORDERS,  MESSAGES, 
AND  INTERCOMMUNICATION 


1.  RULES  FOR  DRAFTING  ORDERS,  INSTRUC¬ 
TION®,  REPORTS,  AND  MESSAGES 

1.  General 

IP 

(a)  Description  of  formations,  units ,  and  detachmeitis 

Except  when  code-signs  are  used,  units  and  formations 
will  be  described  by  the  authorized-  abbreviations  ;  ordinal 
numbers  written  as  words  will  be  used  to  denote  armies,  e.g. 
First  (Second,  etc.)  Army,  Cardinal  numbers  written  as 
figures  will  be  used  to  denote  particular  formations  or  units, 
e.g.  3  Corps  (3rd  Corps),  1  Div  (1st  Division),  2  RWK  (2nd 
battalion  Tire  Royal  West  Kent  Regt).  Otherwise,  numbers 
will  be  written  as  words,  e.g,  : 

“  Two  med  htys  are  placed  under  comd  3  Div.” 

When  it  is  desired  to  refer  to  a  unit  or  formation  from 
which  a  portion  is  excluded,  the  unit  or  formation  will  be 
named  and  the  words  “  less  .  .  .  ”  used,  e.e\  : — 

“  2  Div  less  two  inf  bdes.” 

1  RF less  two  coys," 

'  5  Fd  Coy  less  dot/' 

and  the  excluded  portion  as — 

two  coys  1  RF” 

"  det  5  Fd  Coy,” 

{b)  Use  of  abbreviations 

Authorized  abbreviations  are  set  out  in  Pamphlet  No,  3. 
Officers  are  not  expected  to  memorize  all  the  authorized 
abbreviations,  but  abbreviations  other  than  those  authorized 
will  be  used  only  when  no  authorised  abbreviation  exists, 
and  it  is  not  possible  that  the  abbreviation  will  be  misunder¬ 
stood. 

The  writer  of  an  order,  report,  etc.,  must  exercise  judgment 
in  the  use  of  abbreviations  and  avoid  those  with  which  the 
addressee  is  unlikely  to  be  familiar,  e.g.  when  recipients 
include  HG  or  other  services.  Abbreviations  will  NOT  be 
used  in  communications  addressed  to  Allied  formations. 
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(i c )  Use  of  capitals 

Place,  personal,  and  regimental  names,  code -signs,  the  four 
cardinal  points  of  the  compass  and  the  words  "  NOT  ", 
"HOST  SECRET",  and  "  SECRET "  will  always  be 
written  in  block  capitals. 

Where  units  or  sub-units  form  part  of  a  larger  unit,  regi¬ 
ment,  or  corps  (RA.  Recce  Corps,  etc.)  only  the  initial  letter 
of  each  word  will  be  in  capitals,  e.g.  B  Coy,  10  Fd  Regt, 
5  Recce  Regt.  In  the  same  way  formations  will  be  written 
with  the  first  letter  of  each  word  a  capital,  e.g.  1  Armd  Div. 
Where  no  particular  unit  or  formation  is  specified  capital 
initial  letters  will  not  be  used,  e.g.  two  inf  divs. 


(d)  Miscellaneous 

Indefinite  terms  such  as  “  dawn,"  "  dusk,"  will  never 
be  used  ;  conditional  terms  such  as  "  as  soon  as  possible," 
M  should,”  tf  may  "  are  dangerous  in  an  order  or  instruction, 
and  will  be  used  only  when  it  is  not  possible  to  be  definite. 

Unless  otherwise  stated,  the  time  and  place  of  arrival  of 
a  body  of  troops  refer  to  the  head  of  the  main  body. 


2.  Date 

(a)  All  orders,  instructions,  reports,  and  messages  must  be 
dated.  Dates  will  be  written  in  the  form  "  3  Sep  42,”  and 
not  in  the  numeral  form  "  3/9/42." 

The  names  of  months  will  be  abbreviated  by  the  use  of  the 
first  three  letters. 

(b)  A  nights  will  be  described  by  both  dates  over  which  the 
night  extends,  e.g.  : — 

"  night  29/30  Sep  ” 

"  night  30  Sep jt  Oct  ", 

3.  Time 

(a)  Time  will  be  described  by  reference  to  the  24-hour 
dock.  Groups  of  four  figures  followed  by  “  hrs  "  will  be 
used.  The  first  two  figures  represent  the  hour  and  the  last 
two  the  minutes  past  the  hour. 

Example  (Date — 3  Sep). 

”  000 1  hrs  "  :  one  minute  past  midnight,  night  2/3  Sep. 

14  0900  hrs  "  :  nine  o'clock  in  the  morning. 

"  1200  hrs  "  :  noon. 

fl  1635  hrs"’  :  twenty -five  minutes  to  five  in  the  after¬ 
noon. 

*'  2400  hrs  ”  :  midnight  3/4  Sep. 


(b)  When  plans  are  being  drawn  up  which  are  to  be  carried 
out  in  accordance  with  a  time-table,  it  will  be  usual  to  bass 
the  timings  on  a  time  known  as  "  zero  hour  ”  ;  this  enables 
arrangements  to  be  made  in  detail  without  the  necessity  of 
fixing  or  disclosing,  until  it  is  convenient  to  do  so,  the  actual 
moment  when  the  operation  will  begin.  In  attack  zero 
hour  will  normally  be  the  hour  at  which  the  leading  troops 
of  the  attack-— irrespective  of  arm — cross  the  start  line  ; 
if  no  start  line  is  given  zero  hour  will  normally  be  the  time 
at  which  the  timed  high  trajectory  supporting  fire  programme 
opens.  Zero  hour  will  be  described  in  accordance  with  the 
rules  in  sub-para  (a)  above.  Any  action  to  be  taken  before 
zero  hour  will  be  timed  as  "  zero  minus  (so  many  minutes)  "  ; 
action  after  zero  hour  will  be  timed  as  "  zero  plus  (so  many 
minutes). "  These  may  be  written  abbreviated,  e.g. 
"Z  plus  22." 

(e)  The  day  on  which  an  operation  is  to  begin  is  known  as 
D.  Days  before  the  start  are  referred  to  as  D  minus  2, 
D  minus  1,  etc.,  D  minus  1  being  the  day  before  ;  days  after 
the  start  are  referred  to  as  D  plus  1  D  plus  2,  etc  ,  D  plus  1 
being  the  second  day  of  the  operation,  D  plus  2  the  third, 
and  so  on. 

4.  Place  names,  locations,  and  descriptions 

(a)-  Location  of  headquarters 

The  name  of  a  place  at  which  a  headquarters  is  situated 
or  from  or  to  which  a  message  is  despatched  will  never  be 
given  unless  it  is  essential  to  ensure  correct  transmission  or 
deb very,  or  to  make  the  sense  plain. 

(£)  Place  names 

Names  of  places  will  be  written  in  block  capitals,  thus — 
LONDON,  exactly  as  spelt  on  the  maps  in  use.  If  more  than 
one  place  of  the  same  name  exists,  misunderstanding  as  to 
which  is  meant  must.be  avoided  by  the  use  of  a  map  reference. 

Where  there  is  any  possibility  of  the  exact  location  of  any 
place,  to  which  reference  is  made,  being  unknown  to  the 
recipient,  the  map  reference  will  be  given. 

If  a  map  is  referred  to,  the  one  used  must  be  specified 
unless,  in  the  knowledge  of  the  sender,  no  confusion  can  arise 
by  the  omission  of  the  information.  When  a  map  is  specified, 
its  description  will  be  given  under  the  heading  of  an  order, 
instruction,  or  report,  and  at  the  beginning  of  a  message, 
e.g.  "  Ref  Map  1-in  03  Sheet  114  (WINDSOR)/’ 

When  a  map  reference  code  is  used,  place  names  must  not 
be  used  in  conjunction  with  a  coded  map  reference  as  to  do 
so  compromises  the  code. 
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(c)  Methods  of  describing  location  of  places  and  points 

Points  will  bo  described  either  by  co-ordinates  (if  a 
squared  or  grinded  map  is  available) ,  or  by  giving  the 
distance  and  direction  from  some  easily  found  reference 
point,  e.g.—  * 

"  X  rds  J  irile  SW  of  HASELEY/1 

"  X  rds  bearing  225  degrees  from  HASELEY  CHURCH. ' 

“X  rds  |  mile  SW  of  second  E  in  (EOT  1  of) 
HASELEY 

The  use  of  co-ordinates  enables  a  point  to  be  described 
with  great  exactitude,  but  takes  up  time  both  in  writing  and 
reading,  and  introduces  a  considerable  possibility  of  error ; 
description  by  means  of  a  reference  point,  as  above,  is  often 
to  be  preferred. 


[>;)  Description  of  roads  „ 

Roads  will  be  indicated  by  place  names  on  them,  care 
being  taken  to  name  sufficient  places  to  ensure  that  the  road 
intended  is  followed.  The  word  "  road  ”  will  precede,  not 
Kv  the  place  names,  e.g.  "  rd  BAGSHQT-C  AMBER  LEY/ 
NOT  lf  BAGSHOT-CAMBERLEY  rd.”  Railways  may  be 
similarly  described, 

(<s)  Description  of  areas 

An  area  will  be  described  by  taking  the  northernmost 
point  first,  and  giving  the  remaining  points  in  clockwise 

Positions  will  be  described  from  right  to  left  looking 
towards  the  enemy. 

The  terms  "  right  ”  and  "  left  ”  applied  to  our  own  forces 
in  retirement  will  be  taken  to  refer  to  the  original  right  and 
left  flanks,  as  they  were  when  facing  the  enemy. 

Generally,  when  terms  such  as  "  right/  leit,  before,^ 
"  behind/'  "beyond,”  "front,”  "rear,”  "on  the  side  of 
are  used  to  define  a  locality,  it  must  be  made  clear  to  what 

they  refer. 


(  /)  Boundaries 

Boundaries,  if  generally  parallel  to  the  line  of  advance 
or  withdrawal,  will  be  described  from  rear  to  front  in  advance, 
and  from  front  to  rear  in  defence  and  withdrawal,  li 
generally  parallel  to  the  front,  they  will  be  described  nom 

right  to  left.  .  _  ,  ..  ,, 

In  detailing  boundaries  between  units  and  lormations,  the 

words  “  inclusive  ”  or  "  exclusive  ”  (abbreviated  to  "  mci 
or  "  excl  ”)  will  be  used.  These  words  should  be  written 
before  the  place  to  which  they  refer,  A  locality  will  be 
described  as  inclusive  or  exclusive  to  the  unit  or  formation  to 
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which  the  writer  belongs,  rather  than  as  exclusive  or  inclusive 
to  another. 

(g)  River  banks 

River  banks  may  be  described  as  "right”  or  "'left/' 
it  being  assumed  that  the  writer  is  facing  downstream, 

{&)  Bearings 

Bearings  will  be  given  as  grid  bearings  when  a  gridded  map 
is  used  ;  otherwise  as  true  bearings. 

2.  APPRECIATIONS 

l.  Sequence 

Whether  written  or  mental,  appreciations  will  be  in  the 
following  accepted  logical  sequence  : — 

{a)  The  object  to  be  attained. 

(b)  Factors  which  affect  attainment  of  the,  object. 

(c)  Courses  open  to 

{Order  in  which  these  are  considered 
will  usually  vary  logically  accord¬ 
ing  to  which  side  has  the 
initiative. 

(d)  The  plan. 

2.  Heading  for  written  appreciation 

Appreciation  of  the  situation 
by 

(Name  or  designation  of  officer  from  whose  point  of 

view  the  appreciation  is  written) 

/ 

at . . . . . (place)  at . .  firs  (time) 

on. . . . . date. 

Ref  Map . . . . 

3.  The  object 

A  correct  definition  of  the  “  object  ”  to  be  attained  is 
essential.  It  must  be  clearly  and  accurately  stated.  The 
object  is  a  purpose  or  aim.  Do  NOT  confuse  with  the 
objective  a  locality  the  capture  of  which  will  most 

rapidly  and  economically  result  in  the  attainment  of  the 
object.  Objective (s)  will  emerge  as  a  result  of  the  appre¬ 
ciation. 

The  object  will  frequently  be  defined  in  the  orders  of  the 
superior  commander. 
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4.  Factors 

Ail  factors  which  may  affect  the  attainment  of  the  object 
must  be  considered,  and  a  deduction  made  from  each.  If 
no  deduction  is  possible,  omit  that  factor,  Factors  should 
be  considered  in  order  of  importance,  and  should  lead  logically 
from  one  to  the  next.  Important  factors  must  be  stiessed 
in  order  that  the  appreciation  may  be  balanced. 

Some  of  the  relevant  factors  are  likely  to  be  : — 

{a}  Relative  strength.  Present  dispositions,  strength 
(including  probable  reinforcements),  mobility,  arma¬ 
ment,  and  morale  of  the  enemy  in  rela  tion  to  one's 
own  forces* 

(6)  Ground, 

(c)  Time  and  space. 

(d)  Weather, 

(e)  Time  of  the  year— hours  of  daylight  and  darkness,  etc, 

(f)  Phases  of  the  moon, 

(g)  Security, — The  need  to  provide  reasonable  security 

cannot  be  neglected, 

(ft)  Communications. — The  signal  situation  and  supply 
and  transport  will  influence  every  plan, 

(i)  Water  supply, 

5.  Courses 

The  arguments  for  and  against  each  course  should  be 
summarized.  It  will  normally  be  best  to  discuss  the  course 
to  be  adopted  last.  This  section  must  end  with  a  statement 
making  clear  which  course  is  to  be  adopted* 

6.  Plan 

The  plan  to  implement  the  course  adopted  must  be  the 
logical  outcome  of  previous  argument.  It  must  be  definite 
and  clear,  concisely  stated  in  outline,  but  in  sufficient  detail 
to  form  a  basis  for  orders. 

3.  ORDERS 

1,  Standard  form 

By  whatever  method  orders  are  issued  (verbal,  written, 
message,  etc.),  they  should  always  follow  the  same  sequence 
and  general  form,  which  is  as  under.  The  form  and  sub¬ 
headings  will  have  to  be  varied  in  detail  to  suit  the  situation? 
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INFM 
1.  Enemy 


2.  Own  tps 


(a) 

(b) 

etc. 


etc. 


fA 


1  A 


summary  of  the  information  on 
which  the  plan  is  based  so  far  as 
the  recipients  require  to  know  it  ; 
should  include,  in  brief,  the  com- - 
mandefs  s appreciation  of  the 
enemy's  plans  and  intentions  and 
the  probable  course  of  the  battle, 
in  order  that  subordinate  com¬ 
manders  can  interpret  their  orders 
intelligently  if  the  enemy  adopts 
an  unexpected  course  of  action. 

summary  of  the  situation  and 
intentions  of  any  neighbouring 
troops,  whose  action  may  affect 
that  of  any  recipients  of  the  order. 

Include  any  units  allotted  under 
command  or  in  support,  and 
boundaries  laid  down  by  higher 
commander  when  no  boundaries 
are  included  in  the  method  para¬ 
graph  ;  otherwise  it  is  more  con¬ 
venient  to  include  ALL  boundaries 
in  the  method  paragraph , 


INTENTION 

3.  A  clear,  concise,  and  definite  statement  of  what  the  com- 
mander  intends  to  achieve.  It  should  not  exceed  what  is  to  be 
effected  by  the  plan  embodied  in  the  order.  Use  the  future 
imperative  tense,  i.e.  “  will  ” 


METHOD 

4. 


5.  Mortars 
b.  Carriers 
7.  Atk 
3.  AA 
9.  Arty 

10.  RE 

11.  Res 

12.  etc, 

13.  i . 


Must  contain  a  statement  of  all  action 
required  by  sub-units  to  give  effect 
to  the  intention,  e.g.  objectives, 
boundaries,  junction  points ,  degass¬ 
ing  areas ,  forming-up  places, 

start  line ,  zero  hour ,  It  must  be  in 
sufficient  detail  to  ensure  co-opera¬ 
tion. 


The  order  and  number  of  sub¬ 
headings  will  depend  on  the  opera¬ 
tion  and  the  troops  under  comd  and 
in  support . 
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A  brief  statement  of  major  points  on 
which  information  is  required  by 
the  commander . 

Arrangements  for  concealing  ike  plan 
and  misleading  the  enemy  as  to  the 
,  commander's  intention , 


A  statement  of  general  administra¬ 
tive  arrangements  ;  should  include 
only  what  sub-units  require  to 
know. 


14  Infm 

required 

15  Deception 

ADM 

16.  Sups 

17.  Amn 
IS.  Pet 

19.  Tpt 

20.  Rec 

21.  Med 

22.  Tools 

23.  PW 

24.  Stragglers 

25.  etc. 

26.  „ 

INTERCOMN 

27.  Location  of  HQ 

28.  Liaison 

29.  Means  of  cornu 

30.  Allotment  of 
wireless  freqs 
and  code-signs 

31 .  Any  pre-arranged 
light  sigs,  etc.  v 

ACK  (Written  orders).  N.B. — The  acknowledgment 
of  a  written  order  means  that  it  has  been  received 
AND  understood, 

TIME  FOR  CONSIDERATION  followed  by  any  ques¬ 
tions  (Verbal  orders) 


Include  such  instructions  as  are 
necessary  regarding  interconmmni - 
cation. 


In  written  orders  paragraphs  and  sub-paragraphs  must  be 
numbered  as  shown  above  to  facilitate  reference. 


When  written  in  full,  and  not  sent  in  message  form, 
orders  should  be  headed  as  under  : — 

SECRET. 


(Unify, 


.GO  No. 


Copy  No. 


.Ref  Map 


(Daft?) 
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and  should  be  terminated  as  under : 
ACK 


Method  of  issue . 

Time  of  signature  ... 
Time  issued  to  Sigs. 

DISTRIBUTION 


-hrs 

.hrs  . . . . . . * 

(Signature,  rank  and  appointment) 

Appx  “A" 

Copy  No.  Copy  No,  etc. 
1  1 

. . . .  2  2 

.  S  8 


Distribution 

The  standard  distribution  for  written  orders  at  regimental 
level  is  : — 

Own  sub-units.. 

Units  allotted  under  comd. 

Units  allotted  in  support. 

Units  co-operating,  e.g.  on  flanks  (if  effective  co¬ 
operation  cannot  otherwise  be  secured). 

Own  comd. 

Own  staff. 

Own  services. 

File. 

War  diary  (2  copies). 

2 .  Reconnaissance  and  preliminary  action  to  be  taken 
by  sub-unit  commanders  before  the  issue  of 
orders. 

(а)  Tosh. — What  have  you  been  ordered  to  do  (given  in 
superior’s  orders)  ?  At  once  determine  OBJECT  and 
approximate  area  in  which  sub-unit  will  operate :  this 
enables  you  to  SAVE  TIME  by  taking  action  as  below. 

(б)  Preliminary  action 

(i)  Give  subordinates  under  command  R  V  and  time  for 
orders. 

(ii)  Detail  preliminary  moves  of  sub-units  to  assembly 
area. 

(iii)  If  subordinate  commanders  can  be  given  rough  area 
to  reconnoitre,  send  them  to  do  it  (see  footnote), 

- i  i,  n  .  %  - - - ■ - ™ - — * - - ■  ■■■■■v  ■  — - ■  ■  ■  ■* 

Note.— When  time  is  short  a  commander  may,  after  brief 
reconnaissance,  issue  outline  plan  to  enable  subordinates  to 
get  on  with  their  own  reconnaissances.  He  must  then  give 
time  and  place  for  FINAL  ORDERS, 
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In  attach ,  consider  how  long  you  have  before  zero 
hour ;  rough  out  time-table  so  that  both  you  and 
subordinate  commanders  get  a  fair  share  of  the 
time  available  for  completion  of  reconnaissances 
and  issue  of  orders. 

In  defence ,  you  may  be  able  to  sub -allot  and 
arrange  to  draw  any  additional  tools,  wire,  and 
other  field  defence  stores.  Detail  covering  troops 
or  patrols  (if  required). 

(iv)  Make  a  plan  for  your  own  reconnaissance, 

(e)  Reconnaissance, — Go  to  viewpoint (s)  with  commander 
of  any  attached  troops  whose  expert  advice  is  needed  while 
on  reconnaissance.  Consider  what  is  known  of : — 

Enemy :  Strength,  location. 

Own  troops  (attack)  :  Strength,  position,  boundaries, 
flanks,  reserve,  covering  Are. 

Own  troops  (defence)  :  Layout  of  position  ;  localities 
to  be  held  ;  neighbouring  troops  ;  artillery  ;  MMG, 
etc.,  fire  plan  ;  covering  troops  and  outposts  ;  time 

to  be  ready. 

While  on  reconnaissance  you  develop  your  AFPKECIA- 
TION  and  by  the  time  you  meet  subordinates  you  should 
have  made  your  PLAN  and  be  ready  to  give  out  ORDERS. 

4.  WRITTEN  MESSAGES 

1.  General 

[a\  AF  C  2128,  if  available,  should  be  used  for  all  messages. 
(6)  Brevity,  clearness,  and  strict  observance  ol  rules  are 

essential  in  message  writing.  ,  ,  .  .  , 

/c)  Copies  of  all  messages  should  be  kept  by  the  originator, 
\d)  Nothing  must  be  written  above  the  space  provided  for 
s  sdldrsss  &t  Q iJ  1 

“  (e)  Messages  for  transmission  by  Signals  URLS  must  be 
placed  in  addressed  envelopes,  marked  "  DRLS  ana 
signed  by  an  officer  before  handing  to  the  signal  officer.  No 
reference  number  should  appear  on  the  envelope  unless  ale 
contents  are  so  important  as  to  require  registration  in  t.a, 

signal  office. 

2,  Address  **  TO  fJ  and  FROM 

(a)  Addressees  and  originators  of  messages  will  be  desig¬ 
nated  by  their  abbreviated  titles  as  given  in  Pamphlet  No,  3 
(Notes  8  and  9)  or  in  exceptional  circumstances.,  considered 

in  para  (c)  below7,  by  their  code-signs. 

th)  Names  and/or  appointments  of  officers  will  not  appeal 
in  the  address  spaces  “  TO  and  FROM.'  \vuen  U  v* 
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essential  that  a  message  should  be  delivered  to  a  specific 
individual  the  text  of  the  message  will  start  with  “for 
(followed  by  the  name  or  appointment  of  the  individual 
concerned),  e.g,  “  for  CGS,  .  .  or  “  for  major  SMITH/’ 
(tj  l lie  10  and  FROM”  address  spaces  will  always 
be  completed  in  clear  by  the  originator  when  the  message 
is  to  be  transmitted  through  a  signal  office,  whether  code¬ 
signs  have  been  allotted  or  not.  When  the  message  is  to  be 
passed  by  wireless  without  passing  through  a  signal  office 
code-signs,  when  allotted,  will  used,  e.g.  at  a  company 
headquarters  served  only  by  a  wireless  set. 

(^)  In  addressing  a  formation  headquarters  above  a  brigade 
abbreviations  indicating  the  branch  of  the  staff,  subordinate 
co!?I?andG3y  ?r  service  to  whom  the  message  is  addressed 
will  be  included.  Similarly  the  originator,  if  from  ahead- 
quarters  above  a  brigade,  will  include  his  branch,  arm,  or 
service  in  the  FROM  ”  space. 


Examples — 

I  o  O  2  Corps 
G  I  Div 
ST  I  Div 
3  Inf  Rde 
G  1  Div 


From  RA  5  Div 

3  Inf  Bde 

64  Gen  Tpt  Coy 
2  QUEENS 

4  CAMS 


(Q  If  no  code-sign  has  been  allotted  to  the  branch  concerned 
and  the  message  is  transmitted  by  Signals  in  clear,  the  branch 
initials  will  be  transmitted  in  clear,  followed  bv  the  code-sign 
of  the  headquarters. 

3.  Multiple  address  messages 

I  he  following  rules  will  apply  to  multiple  address 
messages  : — 

(a)  ^  originator  wishes  each  recipient  to  know  to 

what  other  recipients  a  message  has  been  addressed, 
the  address  will  be  written  on  each  copy  in  a  straight 
line  or  lines,  without  punctuation,  e.g.  :  - — - 

36  Tk  Bde  5  Inf  Bde  10  Inf  Bde  RA  RE 


1  he  address  will  be  signalled  as  written  to  all 
addressees.  This  procedure  is  used  by  all  three 
Services. 


(&)  Repeated P— In  order  to  distinguish  between  those 

to  whom  the  message  is  addressed  for  action  and 
those  to  whom  it  is  repeated  for  information  only, 
the  originator  will  write  the  word  “  rptd  ”  after 
the  last  of  the  “  action  ”  addresses  and  before  the 
first  of  the  “  information  only  ”  addresses,  c.g,  : — - 
36  Tk  Bde  5  Inf  Bde  10  Inf  Bde  rptd  RA  RE 
Ihe  word  “  rptd  ”  will  be  signalled,  and  will  also 
appear  on  the  copy  for  each  addressee.  Each 

Pamph  No.  4 
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recipient  will  then  see  to  whom  the  message  has 
been  addressed  and  repeated. 

(c)  <f  All  informed ” — When  it  is  unnecessary  for  an 
addressee  to  know  to  what  others  the  message  has 
been  sent,  the  expression  fi  all  infm  ”  will  be  used 
at  the  end  of  the  text.  This  will  indicate  to  signal 
officers  concerned  that,  of  the  addresses  on  the 
original  message,  the  only  ones  that  need  be  signalled 
on  any  particular  circuit  are  those  which  that 
circuit  serves. 

“  All  informed  ”  procedure  should  be  TTd  opted 
whenever  possible,  because  it  greatly  improves  the 
security  of  messages  passed  by  wireless  in  clear,  as 
well  as  saving  the  transmission  of  unnecessary 
groups. 

Under  this  procedure  the  message  as  received  by 
any  individual  will  contain  in  the  et  address  to  >J 
only  that  individual’s  own  address  ;  or,  if  more 
than  one  of  the  addresses  is  served  by  the  same 
circuit,  all  the  addresses  so  served. 

The  word  "  rptd  ”  will  appear  in  the  “  address 
to  ”  on  the  message  as  received  by  those  ad¬ 
dressees  to  whom  the  message  is  addressed  for 
information  only. 

Other  Services  do  not  use  this  procedure.  The 
words  "  all  infm  ”  must  therefore  NOT  be  inserted 
in  messages  to  them. 

{d}  On  messages  sent  by  despatch  rider  all  addresses 
will  appear  in  clear. 

4.  Originator’s  number 

{a)  The  text  begins  with  the  originator’s  distinguishing 
letter  and  number  in  the  appropriate  space. 

(b)  Unit  and  formation  headquarters  will  use  the  dis¬ 
tinguishing  letters  Q,  I,  A,  and  Q  according  to  the  branch 
concerned.  No  other  letters  will  be  used.  Sub-units  may 
employ  any  combination  of  letters  up  to  two  in  number, 
provided  they  have  not  already  been  allotted  and  do  not  give 
any  indication  of  the  identity  of  the  sender,  his  unit  or 
formation, 

(c)  The  distinguishing  letters  will  be  followed  by  a  number 
which  will  be  the  serial  number  of  outgoing  messages  from 
the  office  or  appointment  held  by  the  originator,  A  series 
will  start  afresh  from  1  each  day  at-midnight. 

5.  Date 

Neither  the  month  nor  the  jrnar  will  be  inserted  in  the  date 
space,  which  is  for  the  day  of  the  month  only. 
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v  In  reply  to  number 

V  are  ssnt  in  reply,  or  refer,  to  a  message 

>*  .  :  th  "  •••--  •  vi  ry  reference  will  be  inserted  in  the  space 

lf  and  will  NOT  appear  in  the  body 
if  tr.e  ■  v.  The  reference  will  include  the  date  of  the 

r-; r lying  to  a  message  reference  Q24 
z  aa ted  on.  t h  the  ff  m  reply  to  number"  space 

will  be  conqileted  thus  :  Q24/17. 


Body  f  the  message 

;  •.  .  ::  :  i ng  will  be  written  in  one 


till 


word  r  its  abbreviation),  letter  or  figure 
combination  of  figures,  e 
Tr.aj.  ref  Q  >472  written  as 

:  r.lination  of 


Fr 

■  o " 


juap;  I_rpfj  [  Q  I  [5472 


two  or  more  letters  occurring 

cikif  . abbreviated  term  or  title,  e.g,  ; 

I  hPB  written  as 


PS  PB  1 


2  H  fR  F  written  as  j  2  j  m  Du  m 

.  ir  <C  written  as  [Tj  fliTI  j~sc~j 

. ,  combination  of  letters  and/or  figures  separated  by 
an  oblique  stroke,  e.g.  : — 

night  2,3  Sep  written  as  fn'iTT]  [771  )  Sep  j 
"A  cipher  group  (up  to  five  letters  or  figures). 

Roman  numerals,  apostrophes,  and  mathematical  signs, 
those  for  yards,  feet,  inches,  degrees,  percentages,  plus 
7  minus,  cannot  be  telegraphed  and  must  be  replaced  by 
■  >  or  recognized  abbreviations,  e.g.  yds.  ft. 


f  M 


(.  -  Decimal  points. — A  decimal  point  will  be  indicated  by 
*. anting  the  word  ,f  point ,J  ivi  full  between  the  figures  con- 
.  -  7 ed.  If  there  are  no  whole  numbers,  "r  0  "  will  be  inserted 
-‘lore  the  word  rf  point/"  e  g. : — 

1  '5  written  as  “  1  point  5  11 

-75  written  as  "  0  point  75  n  1 


(d)  Fractions. — Fractions  will  either  be  written  as  words, 
or,  if  written  in  figures,  the  conjunction  "  and  "  will  be 
inserted  between  the  whole  numbers  and  the  following 
ir-frion,  e.g  2  A  mav  be  written  either  as  two  and  one  half  " 
or  41  2  and  \.'r 

\-:)  WTien  it  is  required  to  indicate  inverted  commas,  the 
words  quote  ”  and  *f  unquote "  >vill  be  written  before 


Pampii  No,  4 
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and  after  respectively  the  words  to  be  shown  in  inverted 
commas,  e.g.  "  reversal 5?  tvritten  as  "  quote  reversal 
unquote  ", 

{/)  Single  letters,  letter  ciphers,  code-signs,  code  names, 
place,  personal  and  regimental  names,  the  four  cardinal 
points  of  the  compass,  and  important  words,  such  as  "  NOT," 
will  be  written  in  block  letters  ;  otherwise  capitals  will  not 
be  used.  The  use  of  dashes  and  oblique  strokes  should  be 
resorted  to  only  when  absolutely  necessary,  e  g.  "  night 
2/3  sep  Underlining  will  not  be  employed  in  any  circum¬ 
stances,  except  for  code-signs,  since  it  cannot  be  signalled. 
Code- signs ,  whether  in  the  address  or  text  of  a  message, 
will  always  be  underlined. 

{§)  Punctuation. — A  full  stop  will  be  written  as  but 

when  the  message  is  typed  the  ordinary  full  stop  may  be 
used.  In  neither  case  may  anything  else  be  written  or  typed 
in  the  space.,  No  stop  is  required  at  the  end  of  the  text. 
Other  punctuation  signs  are  not  transmitted  in  signal 
messages  ;  care  must  be  taken  that  their  omission  does  not 
alter  the  sense  of  the  message. 

(h)  When  a  message  is  to  be  transmitted  through  a  signal 
office  code-signs  will  NOT  be  used,  and  all  reference  to 
formations  and  units  will  be  made  in  clear, 

fi)  Acknowledgments. — If  an  acknowledgment  is  required 
from  those  who  have  to  take  action  on  the  message  the 
expression  "  ack”,  which  will  not  be  followed  by  the  sign  for 
a  full  stop  unless  it  is  followed  by  “  all  infm,"  will  be  written 
at  the  end  of  the  message.  If  an  acknowledgment  is  also 
required  from  those  to  whom  it  has  been  repeated,  "  all  ack  11 
will  be  used. 

S,  Signature 

All  messages  will  be  signed  by  the  originator  with  his 
name  and  rank  only. 

9.  Method  of  transmission 

The  method  of  transmission  to  be  used  is  a  Signals  respon¬ 
sibility,  but  the  originator  is  responsible  for  informing  S.gnals 
of  any  precaution  necessary  in  transmission.  This  he  does 
by  signing  in  the  appropriate  space  at  the  foot  of  AF  C212S, 
and  using  the  words  MOST  SECRET  and  SECRET  [see 
para  10  below)  ;  he  need  not  delete  the  space  not  signed. 
If  the  left-hand  space  is  used  the  originator  must  say 
whether  f<  any  method  "  is  "  except  "  or '*  incl  ”  wireless.  He 
will  write  any  other  instructions  in  the  space  marked 
f<  Originator's  Instructions.  Degree  of  Priori ty.” 


IS 


Security  of  messages 

/  -  T  purposes  messages  are  divided  into  the 

Ic-.ring  categories  : — 

RET.  Messages  of  such  a  highly  secret 
r  *  "  “  *-  they  *must  not  be  seen  by  anyone, 

r  personnel,  during  their  passage 
-  es  of  origin  and  addressee.  These 

r  ’  :  '  iriablv  be  transmitted  in  cipher. 

Begin scch  messages  “  MOST  SECRET  Q'Vsign 

-  -  -  and  pass  direct  under  sealed 

covr?  ; :  the  c  j  her  office. 

-*  P-  ?  of  such  a  nature  that  they  must 

-  ■  *  '  3’  clear  ■:  v  means  of  transmission 

perception  t  .  enemy,  but  may  be 
•-  '  ‘  ;  r '  ~ '  c_  ns  *  a  c  a t i o s l  :  ers on n el  o th e r  th  an 

nr  •%  orderlies,  and  non- confidential  clerks. 

Beglck  such  messages  "  SECRET  Q/  sign  in 

h  -.- :  space/ and  pass  under  sealed  cover  to 
the  signal  office. 

’ -  Of  !ess  degree  of  secrecy  than  (ii)  but  which 
"  -  '  :  5t  be  rasped  in  clear  by  any  means  of  trans- 
3M  "  liable  to  interception  by  the  enemy. 

-  r  in  right-hand  space. 

(  v)  y.iSF-.zy  of  such  a  nature  that  they  may  be  passed  in 

:  *  :  y  any  means  except  wireless. 

Sign  in  left-hand  space. 

v  -*  -  • 5 ~  -  6  - '  t  may  be  passed  in  clear  by  any  means. 

in  left-hand  space  and  add  “  incl  M  wireless. 

(But  see  (fr)  below.) 

Messages  will  NOT  be  sent  in  clear  by  wireless  except 
*?  ■  operations,  when  speed  is  of  paramount 

.  nance,  and  ii  considered  that  the  enemy  cannot  take 
^  on  the  message  if  intercepted .  Under  these 
5  any  message  may  be  authorized  to  be  sent  in  clear 
;y  m  dans  by  the  following  officers  : — 

:  Above  brigade  HQ. — Any  officer  authorised  to 
frank  a  message  "  IMMEDIATE." 

yi  Between  and  within  brigades  and  units.— Any  officer, 
provided  that  contact  with  the  enemy  has  been 
made,  and  the  message  deals  with  operations  in 
hand. 
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(e)  Special  precautions  to  be  taken  when  messages  sent 
fav  line  telegraphy  are  liable  to  be  overheard  by  the  enemy 
are  described  in  FSPB,  Part  II,  Pamphlet  No.  1. 

1L  Degree  of  priority 

If  a  special  degree  of  priority  is  required  the  indication 
(e.g.  "  immediate  ”)  will  be  written  in  full  in  block  capitals 
in  the  space  marked  "  Originator's  Instructions.  Degree  oi 

Priority  "  .  ,  .  * 

In  multiple  address  messages  the  copies  for  some  only  ol 

the  addressees  may  require  a  degree  of  priority ;  originators 
will  indicate  to  which  copies  this  priority  is  to  be  given, 
e.g.  "  IMMEDIATE  3  Inf  Bde  " 

When  the  "  repeated  ”  procedure  is  used,  the  degree  ol 
priority  indicated  will  apply  only  to  the  action  ^  addiesses 
unless  preceded  by  the  word  f*  ALE,  e.g.  ALL  IM¬ 
MEDIATE." 

Acknowledgments  will  be  given  the  same  degree  of 
priority  as  the  message  acknowledged. 

Unit  commanders  NOT  below  the  rank  of  lieutenant- 
colonel  may  frank  messages  "  IMMEDIATE 11  ;  unit 
commanders  below  the  rank  of  lieutenant-colonel  and 
adjutants  may  only  frank  them  "  l M PORI  ANT." 

In  situations  of  special  urgency  an  unauthorized  officei 
may  frank  a  message  as  "  IMMEDIATE,"  but  he  will  be 
held  personally  responsible  that  his  action  is  justified  by  the 
circumstances, 

12,  Time  of  origin 

This  is  the  time  at  which  the  originator  signs  the  message 
and  is  filled  in  by  him.  The  24-hour  clock  will  be  used, 
but  the  abbreviation  "  hrs  "  will  NOT  be  added,  W  hen  so 
ordered  the  time  of  origin  will  be  followed  by  the  zone  letter, 
i.e.  when  communications  are  between  units  and  formations 
not  in  the  same  time  zone, 

13,  Head  and  foot  of  AF  C  2128 

The  remainder  of  the  message  form  is  for  the  use  of 
signals, 

14,  Examples 

EXAMPLE  1. — Specimen  multiple  address  message  for 

transmission  through  a  signal  centre. 

Note  Addressees  and  originator  are  shown  in  clear, 
abbreviated  titles  being  used.  Where  the  method  of  trans¬ 
mission  demands  it,  unit  signallers  will  substitute  code-signs, 

ATeft-Z* — Degree  of  priority  given  to  copy  for  one  addressee 
only. 


■Of^Ic.^Tor  m&y  dtfvte  +1  mefti  "  Sniert  inciudLtus.' 


m 


♦OrijjpitLulirf  ilrh-lc  H  -jl'iJ  kn^'T  *"UKfc^nu: 
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Example  3 


* 

* 

■S 

1 

I 


Ik 

* 

E 

K 

e- 

I 

5 
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EXAMPLE  2. — Specimen  multiple  address  message  for 

transmission  by  Signals. 

Note  1. — In  this  example  it  is  assumed  that  the  copies  for 
“  A  "  and  "  Q  ",  being  for  the  use  of  another  branch  of  the 
same  staff,  can  be  delivered  direct ;  in  this  case  "  A  fJ  and 
"  Q  "  would  be  struck  through  in  the  "  TO  "  space,  and  only 
seven  copies  handed  to  Signals. 

Note  2. — -Acknowledgment  is  required  from  those  to  whom 
message  is  repeated ;  degree  of  priority  applies  to  all 
addresses;  all  acknowledgments  to  be  sent  “  IMMEDIATE," 

EXAMPLE  3. — Specimen  multiple  address  message  for 

transmission  by  Signals. 

Note  1. — In  this  example  Signals  have  authority  to  omit 
all  irrelevant,  names  when  signalling  the  address. 

Note  2.— All  units  mentioned  in  text  are  in  clear.  Signals 
will  substitute  code-signs  if  necessary. 

Note  3. — Degree  of  priority  applies  to  copies  for  ”  action" 
addresses  only ;  no  acknowledgment  required  from 
‘  information  only  "  address. 

5,  INTERCOMMUNICATION 

1.  Responsibility 

(a)  K  S  Ignats  provide  means  of  intercommunication,  other 
than  postal,  for  an  army  in  the  held  down  to  the  headquarters 
of  regiments,  batteries,  and  battalions.  Within  these 
units  intercommunication  is  carried  out  by  unit  signallers 
and  orderlies. 

(b)  The  following  principles  show  the  chain  of  responsibility 
for  signal  communications  : — 

(i)  The  unit  is  responsible  for  the  provision  and  main¬ 
tenance  of  communication  to  the  headquarters  of 
sub-units. 

(if)  Responsibility  for  lateraT  c  unmuni cation  is  from  right 
to  left,  i.e.,  each  commander  is  responsible  for 
arranging  communication  wTith  his  left-hand  neigh¬ 
bour. 

(iii)  A  unit  is  responsible  for  the  provision  and  main¬ 
tenance  of  communication  with  its  supporting 
artillery.  The  artillery  commander,  however,  must 
do  what  h|  can  to  assist  and  should  occupv 
adjacent  headquarters  whenever  possible. 


(iv)  When  tanks  are  co-operating  with  infantry,  the 
responsibility  for  intercommunication  rests  primarily 
with  the  tank  commander,  who  is  provided  with  a 
wireless  set  for  the  purpose. 

(r)  The  above  principles  do  not  absolve  any  commander 
from  the  duty  of  taking  all  steps  in  his  power  to  provide  the 
communications  required  by  the  tactical  situation,  when  for 
any  reason  it  has  not  been  possible  to  provide  them  in  accord¬ 
ance  with  these  principles. 


2.  RT  signal  procedure 

(a)  Rules  for  ike  use  of  RT 

(i )  Co de- s i — A  t h r ee-let t er  group  known  as  a  f  f  code- 
sign/  is  allotted  to  each  formation  and  unit  head¬ 
quarters.  Sub-units  employ  the  code-sign  of  the 
parent  unit  with  figure  or  figure-letter  affix,  e.g, 
PNQ,  PXQ  1,  PNQ  2,  or  PNQ  1A, 

(ii)  Lin  k  -  $  ig  n  s . — I  n  wire!  ess  communication  between  one 
HQ  and  another,  a  single  call  is  employed,  known 
as  the  "  link-sign,"  and  this  is  always  the  code-sign 
of  the  junior  HQ.  Link-signs  can  be  abbreviated 
to  the  first  letter  (or  the  first  two  letters  if  confusion 
might  arise)  or  to  the  affix,  when  used. 

(iii)  Link-calls. — The  link-sign  is  the  only  "call"  employed 
by  either  terminal,  when  transmitting  a  message  to 
the  other  terminal. 

Example, — 1  WESSEX  (code-sign  CDR)  has  a 
message  for  A  Coy  (code-sign  CDR  1). 

1  WESSEX  sends  : — Hallo  charlie  one,  have  you 
received  spare  batteries,  charlie  one  over. 

A  Coy  sends  Hullo  charlie  one,  batteries 
received,  off. 

Note.— In  a  message  sent  from  A  Coy  to 
1  WESSEX  exactly  the  same  call  and  reply  would 
be  made, 

(iv)  Code-names  for  appointments, — To  avoid  disclosing 
the  nature  of  a  headquarters  by  referring  to  a 
special  appointment  (e.g.  brigade  major),  the 
following  code  names  are  standardized  throughout 
field  forces  — 

Commander  ...  ...  ...  ...  SUNRAY 


G  (Operations)  Staff 
I  Staff  ... 

AQ  Staff 


Signals  . 


.  SEAGULL 
.  ACORN 
,  MOLAR 
.  PRONTO 
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The  use  of  MINOR  is  authorized  in  conjunction 
with  any  of  the  code  names  listed  above  to  indicate 
the  deputy  of  the  holder  of  any  appointment,  e.g. 

' '  SUNK  AY  MINOR"  of  a  battalion  would  indicate 
the  second  in  command. 

When  necessary,  a.  code  name  may  be  used  in 
conjunction  with  a  code-sign  (for  example,  when 
an  officer  is  visiting  another  headquarters) .  If 
possible,  however,  verbal  -  camouflage  is  to  be 
preferred,  e.g.  your  smiray,  oursunrav. 

(v)  When  a  code-sign  occurs  in  the  text  of  the  message, 
the  speaker  must  precede  it  by  the  word  4f  code¬ 
cs/" 

-I 

(vi)  Map  references  concerning  our  own  troops  MUST  be 
disguised. 

:  vii)  Conversations  should  be  kept  short  ;  officers  should 
write  a  note  of  what  they  intend  to  say  before 
putting  through  a  call. 

(uii)  Code  words  with  pre-arranged  meanings  to  suit  the 
operation  in  hand  should  be  used  as  much  as 
possible.  All  officers  will  make  themselves  thoroughly 
conversant  with  the  code  words  in  use. 

(ix)  As  far  as  possible  conversations  should  be  so  worded 
that  they  are  intelligible  to  those  taking  part,  with 
their  previous  knowledge  and  mutual  understanding, 
but  NOT  to  the  enemy. 

(b)  Hints  on  the  use  of  RT 

(i)  Speak  each  word  clearly  and  without  overemphasis. 

(ii)  Don't  shout  or  talk  rapidly. 

(iii)  Keep  the  microphone  close  to  the  mouth  ;  much 
so-called  fading  is  due  to  turning  the  mouth  away 
from  the  microphone  (for  instance,  when  looking 
at  a  map). 

(iv)  Read  a  message  in  suitable  phrases  and  not  one  word 
,  at  a  time.  It  is  much  easier  to  hear  a  phrase  than  a 

single  word. 

(v)  Allow  time  for  the  message  to  be  written  down  as  the 
circumstances  demand. 
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(vi)  Use  your  di  screiion  in  spelling  out  any  words  that  are 
liable  10  c;  use  confusion,  e.g.  weather,  whether. 

(via)  Brevity  and  simplicity  of  words  are  of  the  greatest 
importance.  Use  short,  easily  recognizable  words. 
Aim  at  using  tv'  word  of  more  than  two  syllables. 

(c)  Place  and  map  references 

These  must  be  enunciated  clearly,  but  need  not  be  repeated 
or  spelt  out  uni  *  conditions  are  bad,  when  the  phrases 
"  1  say  again  "  or  i  spell  ’’  must  be  used. 


id)  Procedure  phrases 


Meaning 


OVER 


OFF 


OFF  TO  YOU 


O.K. 


“  End  of  transmission — a  reply  is 
expected/1 

“  End  of  transmission — no  reply  is 
expected/' 

,f  I  have  finished  with  you  and  am 
going  to  call  someone  else." 

11  Pass  your  message  ,J  or  li  Message 
received "  or  "  Understood "  or 
"  Reception  is  satisfactory." 


SAY  AGAIN  "  Repeat  whole  message/' 

SAY  AGAIN  FROM  11  Repeat  from  .  .  .  to  .  .  " 

,  .  .  TO  .  .  . 

ALL  AFTER  (OR  ‘  Repeat  all  after  (or  all  before)  ,  .  /* 
ALL  BEFORE) 


WORD  AFTER  (OR 
WORD  BEFORE) 


"  Repeat  word  after  (or  word 
before)  .  .  /’ 


AS  YOU  WERE  “  Cancel  the  last  phrase  sent." 

WAIT  ,f  I  have  finished  for  the  time  being 

and  will  call  you  again  later." 

Can  be  used  to  end  a  transmission, 
instead  of  saying  OFF, 

(The  sender  must  switch  to 
RECEIVE). 


Parnpii  No.  4 
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'{$)  Phonetic  alphabet 

This  alphabet  will  invariably  be  used  when  it  is  necessary 
to  spell  a  word,  encoded  map  reference,  etc.  : — 


A 

Able 

j- 

-Jig 

S- 

—Sugar 

B- 

—Balter 

K- 

—King 

T  - 

— Tare 

C~ 

— Charlie 

L- 

Love 

U- 

— Uncle 

D- 

-Dog 

M- 

—Mike 

<■ 

V- 

—  Victor 

E- 

—Easy 

N- 

-Nan 

W- 

—William 

F- 

—Fox 

O™ 

-Oboe 

'  X- 

-X-ray 

G- 

—George 

P- 

- Peter 

Y- 

- Yoke 

H- 

— How 

Q~ 

-Queen 

Z- 

-Zebra 

I- 

“ Item 

R 

Roger 

Examples  of  use  : — 

1.  "  Arn  moving  now  to,  I  spell,  H  for  How  Y  for  Yoke 
T  for  Tare  H  for  How  E  for  Easy,1’  (Note, — The  word  spelt 
is  NOT  actually  spoken.) 

2.  (If  link-sign  is  ABC),  ‘f  Hullo,  Able  Baker  Charlie  *  * 
(Note. — NOT  “  A  for  Able,  etc,”) 


(/)  Figures 

Figures  will  be  preceded  by  the  word  V  Figures  "  and  will 
be  pronounced  as  follows  : — 


0 — Zero 
]  - — Wun 

2 — Too 

3 —  Thuh-tee 


4 —  Fo-wer 

5— Fi-yiv 

6—  Six 

7 —  Seven 


S — Ate 
9— Nine  r 
10' — With -Zero 

1 1 —  Wun- Wun 

12 —  Wun-Too 


Note . — In  certain  fire  control  orders  figure  "  0  ”  may  be 
pronounced  as  ff  Owe/1 
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